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MARRINE OORPS BASE CRDER 1601.1C w/Ch 1 and 2

From Commandi ng  Gener al
To: Di stribution List

Subj: COMAND DUTY WATCH

Encl : (1) Oders for the Command Duty Cficer (OO

(2) QOders for the Comand Duty Staff Noncormi ssioned
Cficer (CDSNOO and Command Duty Driver (CDD)

(3) GOders for the Conbat Developnent Command Duty Oficer
(DO and Conbat Developnent Command Duty Jderk (CDCDO

* (4 Format for Duty Witch Nonination Subm ssions
1. Purpose. To publish instructions for the Command Duty Watch.

2. Cancel | ati on. MBO 1601.1B.

3. Summary of  Revision. This revision contains a significant nunber
of changes and should be reviewed in its entirety.

4, | nformati on

a. Watch Standers

(1) GComrand Duty Cficer. The CDO is the senior repre-
sentative for the GG MXDC during nonworking hours (i.e.,1630-0800
and all day on weekends and holidays). The CDO's duty wll be
performed per enclosure (1), and as directed by the GG MZB. The CDO
will be assisted by the CDSNCO and the CDD. Available |ieutenant
col onel s, majors, and najor selectees (and equivalents), subpara-
graph 4b, wll be assigned as CDOs. Colonel selectees are exenpt
from this watch.

(2) Comand Duty Staff Noncommissioned Cificer. The CDSNQO
will assist the cbDo per enclosure (2). Available staff sergeants and
gunnery sergeants wll be assigned as CDSNCOs.

(3) Command Duty Driver. The CDD will assist the cDo by
providing vehicle support. Available privates through sergeants will
be assigned as CDDs.
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* (4) _Conbat Developrment Command Duty Oficer. The CDCDQ CDCDC
will perform their duties per enclosure (3), and as directed by the
CDQ. The CDCDO is responsible for after hours security and access
control for Bldg. 3300, the Conbat Developnent GCenter. Available
staff sergeants and gunnery sergeants wll be assigned as CDCDOs.

* (5) Conbat Developrment Command Duty derk. The CDCDC will
assist the CDODO in the performance of these duties. Available
privates through sergeant wll Dbe assigned as CDCDCs.

(6) Supernunerary.  The supernunmerary will be used only in
the event of a bona fide emergency occurring less than 24 hours prior
to an individual assumng duty. Short notice TAD is not considered
an  emergency. The section and/or conpany that the Mrine is from
will provide replacenents, if required. If the CDCDQ CDCADC has a
bona fide enmergency the CDOCDSNCO will assist wth the duty at the
CDC.

b. Per sonnel

(1) CbO nonthly duty assignment responsibility is nade on a
“fair-share" basis and wll be published annually in the MCBBul 1601
series.

(2) Each nonth, the GCommander, Marine Corps Systens Comnand;
GG Training and Education Command (GG TECQV); GG Education Command
(GG EdCom); Deputy Conmmandant, Manpower and Reserve Affairs (M&RA);
and the OG5 Mrine Corps Recruiting Command (MCRC) wll provide their
duty roster to the Base Adjutant. Rosters nust be provided to the
Base Adjutant not later than the 20th of the preceding nonth.

(3) Field grade officers wunder the cognizance of the
Director, Mrine Corps Intelligence Activity (MJA); Drector, Mrine
Corps Information Technology and Network Qperations Center (MTNQO);
and Marine Corps (Qperational Test and Evaluation Activity (MXTEA)
are eligible to stand cpbo on days allocated to MXDJMB. These
activities/staff sections wll provide personnel as requested by the
Base Adjutant.

(4) The Base Adjutant wll assign MXDJMB personnel as CDO

using nonavailability information provided by each division. Each
division director wll provide nonavailability information to the
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Base Adjutant not later than the 20th of the preceding nonth.
Division POCs may submt their nonavailability information to the
Base Adjutant via email or hardcopy.

(5) cbDos are granted a tenporary Secret clearance and
tenporary access to classified information for the sole purpose of
sighting nessage traffic up to and including Secret during their
24 hour period of duty. In this regard, activities nomnating
officers for assignnent as the cpbo nust conduct a review of locally
available records and ensure that each officer nomnated holds a
successful ly conpl et ed security i nvestigation.

(6) The O3 TEOOM (OO \Weapons Training Battalion (WTBn),
Training Command (TCom)), the OF EdCom (OO The Basic School (TBS)
and CO, Oficer Candidates School (OCS)) and the OO Headquarters
and Service Battalion (HQSVCBn), wll provide CDSNCO CDD,  CDCDQ
and CDCDC duty rosters to the Base Adjutant using the fornat
contained in enclosure (4). Rosters wll be provided no later than

the 20th of the preceding nonth.

(7) CDOs, CDSNCOs, CDDs, CDCDOs, and CDCDCs will not be
assigned to other <conflicting watches on their assigned duty day.

c. cpo Eigibility

(1) Al US mlitary officers pernmanently assigned to
MXCDC, MXB, and tenant activities are eligible to stand DO
however, chaplains, medical per sonnel , dent al per sonnel , mlitary
police/brig security personnel, and those officers serving in
special advisory billets are exenpt.

(2) The GG MB wll grant or deny all requests for exenp-
tions from staff sections/tenant activities. COS;, executive
officers; division directors; and special staff officers, (Staff
Judge Advocate, Inspector, Public Affairs Ofice, Adjutant,
Chaplain, Health Care Advisor, Dental Care Advisor; the Facilities
Mai ntenance O ficer, Ai de- de- Canp, MCB; Al de- de- Canp, MOCDC, Staf f
Secretary, MB;, Staff Secretary, MXDC and the Protocol ficer,
MOCDC) are exenpt, by billet, from standing CDQO Heads of staff
sections/tenant activities wmay address requests for other pernanent
exenptions to the GG MB (B 013).

d.  Uniform The appropriate seasonal service wuniform per the
current MCBBul 1020 wll be worn.
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e. Posting and Relief

(1) Conmmand Duty Cficer. The cpo wll be posted by the Base
Adjutant at 1530 daily in room 109, Lejeune Hall. Upon assum ng
duty, the CDO wll watch the Duty Brief video which is located in the
CDO office. The Base Adjutant wll relieve the CDO at 0805,
weekdays, after the conpletion of norning colors. The cpo will
confirm the watch assignment, by telephone (ext. 2399/2151), with the
Base Adjutant no later than 0900 on the last working day prior to
assumng the duty.

(2) Command Duty Staff MNoncommissioned Oficer. The CDSNCQO
will be posted by the Admn Chief at 1530 daily in room 106, Lejeune

Hal I . Upon assumng duty, the CDSNCO will watch the Duty Brief video
which is located in the CDO office. The Admn Chief wll relieve the
CDO at 0805 weekdays, after the completion of norning colors. The
CDSNCO will  confirm their watch assignnent, by telephone (ext.

2152/3539), with the Admn Chief no later than 0900 on the |[ast
working day prior to assumng the duty.

* (3) Conbat Developrment Command Duty Oficer. O normal  work-
days, the incomng CDCDO wll report via telephone (ext. 2665), prior
to 0900 to the OG MXCDC, Admn Chief for acknow edgnent of duty. The
CDCDO will then report at 0700 for posting. The Admn Chief wll
debrief the CDCDO upon relief at 0700 on weekdays. Al  CDCDGs
assigned weekend and holiday duty, including the supernunerary, wll
contact the OG MXCDC Admn Chief prior to 0900 on the last working
day prior to their assigned duty. On weekends and holidays, CDCDCs
will conduct an informal post and relief at 0700. The CDCDO will
contact their respective CDCDC to confirm watch assignnent.

(4 Command Duty Driver. The CDD is required to have all
necessary  docunents (i.e., Driver's Inprovenent Card, Basic Mtor
Vehicle (Qperators Course Card, dvilian Driver's License, and
Mlitary 1D} to check out a vehicle from the motor pool. The DD
will confirm their watch assignment, by telephone (ext. 2152/3539),
with the Admin Chief no later than 0900 on the last working day prior
to assumng the duty. The CDSNOO wll post and relieve the CDD at
1530 and 0700, respectively, during the normal work week, and at 0730
on weekends and holidays. Uoon assuming duty, the CDD wll watch the
Duty Brief video which is located in the CDO office.

* (5 Conbat Development Command Duty derk. The CDCDO will
post and relieve the CDCDC at 0800 during the normal workweek,
weekends and holidays. The CDCDC will confirm their watch assignnent
with their respective conpany no later than 0800 on the last working
day prior to assuning the duty.
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f. Support for the Command Duty Watch

(1) Adm ni strati ve. The Base Adjutant wll provide admn-
istrative support for the GCommand Duty Watch.

(2) Transportation. The Head, Support Branch, G4, wll
provide a vehicle to the CDD to assist the CDO in the perfornmance of
assigned  tasks.

g. Personnel Reporting Aboard MOODOMB. All personnel
reporting during normal working hours (0730-1630) should report to
the Joint Reception GCenter. After normal working hours, the Area
Gficer-of-the Day (AOD)/Assistant AOD, HgSveBn Wl assist personnel
reporting on orders wth an endorsenent, transportation, and
billeting.

5. Concurrence. This order has been coordinated wth and concurred
in by the GG MXDC

6. Action

a. Base Adjutant

(1) Request personnel availability from activities listed in
par agraphs 4b(2), 4b(3), and 4b(4) by the 10th of the preceding
mont h.

(2) Prepare the duty watch lists for the CDQ CDSNOQ (DD,
DO, and COCDC by the 25th of the preceding nonth. Ohce the
rosters are prepared, receive and coordinate any required changes.

(3) Post the CDQ CDSNOQ and CDD as specified in paragraph
de.

b. Conmmander, MAROCCORSYSOOM Deputy Commandant, MgRA and the OG

MCRC. Provide a roster, to the Base Adjutant, of personnel to stand
CDO per paragraph 4b(2).

c. O3 TECOM and OG5 EdCom. Provide a roster, to the Base
Adjutant, of personnel to stand CDO per paragraph 4b(2).
Additionally the O3 TEOOM (GO WTBn, TComand OG EdCom (OGO OCS and
QQ TBS) wll provide a roster, to the Base Adjutant, of personnel to
stand CDCDO and CDCDC per paragraph 4b(6).

d. OO HQSVCBn. Provide a roster, to the Base Adjutant, of
personnel to stand CDSNCO (DD, CDCDQ and CDCDC  per paragraph 4b(6).
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e. OO HQSvcBn; MXDCOMB Dvision Drectors; Drector, MA
D rector, M TNCC, Drector, MOXOTEA, and Heads of Headquarters, Marine
Corps Staff Sections Aboard MB, Qantico. Provide watch standers as
designated by the Base Adjutant on a nonthly basis.

it

. . WRIGHT
Chief of Staff

DI STRI BUTI ON: | NTERNET



UNITED STATES MARINE CORPS
MARINE CORPS BASE
MARINE CORPS COMBAT DEVELOPMENT COMMAND
QUANTICO, VIRGINIA 22134-5001

MBO 1601.1c Ch 1
MB (B 013)

MOCDC  (C  05)

2 2 DEL e

MARINE QOCRPS BASE ORDER 1601.1Cc Ch 1

From Commandi ng Gener al
To: Di stribution List

Subj: COWAND DUTY \WATCH
1. Purpose. To transmt new page inserts to the basic QOder.

2. Action. Renove letterhead page and pages 2 and 3 of the basic
Order, and replace wth the corresponding pages contained in the
encl osure.,

3. Change Not at i on. Paragraphs denoted by an asterisk (*) synbol
contains changes not previously published.

4. 'Filing  Instructions. File this (Change transmttal i nmedi atel y
following the signature page of the basic Oder.

Dyt

Chief of Staff
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UNITED STATES MARINE CORPS

MARINE CORPS BASE
MARINE CORPS COMBAT DEVELOPMENT COMMAND

QUANTICO, VIRGINIA 22134-5001

MBO 1601.1C Ch 2

MB (B 013)
MXCDC (C 05)
5 APR 2003

MARINE OCRPS BASE CRDER 1601.1C Ch 2

From Commandi ng Gener al

To: Di stribution List

Subj : COWAND DUTY WATCH

1. Purpose. To transmt new page inserts to the basic Oder.

2. Action. Renove letterhead page, pages 2 and 4, and pages 1 and 2
of enclosure (3) of the basic QOder, and replace wth the

corresponding pages contained in the enclosure.

3. Change Not at i on. Paragraphs denoted by an asterisk (*) synbol
contains changes not previously published.

4,  Filing Instructions. File this Change transnmittal imrediately
following the signature page of the basic Order.

Jule

. L.
Chief of Staff
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CROERS FCR THE COMAND DUTY COFFICER (DO

1. Post. The post for the CDO is Lejeune Hall.

2. Conduct of Duty. c¢pDOs wll be guided by Navy Regulations, this
order, instructions found on the Duty Brief video, and instructions
received from the Base Adjutant in the conduct of their duties. In
addition, see CDO Binder 1 located in the CDO office. READ TAB A OF
CDO BINDER 1.

3. Occurrences

a. The Conmand Duty Staff Noncommissioned Cficer (CDSNOO is
provided an electronic logbook for the purpose of naintaining a
record of the period of duty, for the CDQ

h. The cpo wll take such action as deemed appropriate on
routine matters or incidents occurring during the tour of duty. \Wen
there is doubt as to the proper action to be taken, the appropriate
activity head wll be contacted for guidance. Inform the Chief of
Staff, MB, or MXDC as appropriate, and the Assistant Chief of Staff
(AC/S), G3, of all serious/unusual occurrences, incidents, or
casual ties.

c. The CO Security Battalion (SctyBn) is responsible for
security and police matters aboard MXB, Qantico. Do not interfere
with or perform SctyBn functions unless an energency exists and no
other course of action is obvious. Wse discretion in naking
imrediate corrections when required. Wen security personnel require
corrective action contact the Security Patoon Commander at ext.

2251. Record any discrepancies found in guard personnel and make
recormendations in the CDSNCO’'s |ogbook.

4.  Serious Incidents. The CDO wll be guided by MBO 5740.1

(CDO Binder 2, Tab L) when receiving notice of a serious incident.
The CbO wll ensure the Chief of Staff, MB, or MXDC as appropriate,
the ACUS G3, the appropriate wunit commanding officer, and the
SctyBn Duty COficer, ext. 2251, are notified by telephone of the
incident. The appropriate wunit comanding officer wll notify the
HQMC Command Center and is responsible for preparing and releasing
the witten Serious Incident Report nessage.

5. Casualties. The CDO wll be guided by MBO 3040.1, (CDO Binder
2, Tab F) when notified of a casualty.

ENCLOSURE (1)
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6. Cancellation/Postponement of Operations. Refer to MXBO
P11210.1 (CDO Binder 2, Tab N) and MBO 3100.1 (CpO Binder 2, Tab H,
for procedures concerning road clearance and cancellation/

postponenent ~ of  operati ons.

7. Special Instructions

a. The ¢DO is responsible for overall supervision of the Base
during nonworking  hours.

b. The ¢cpo is provided with a governnent vehicle and Comand
Duty Driver to wuse for conducting inspections, visits, or touring the
Base.

c. The CDO wll personally visit the Brig once during a tour of
duty.

d. Every Saturday, Sunday, and holiday the CDO will conduct an
area tour for the purpose of evaluating the state of police of all
facilities, including governnent quarters. In the event action is
needed to correct a poorly policed area, the CDO wll contact the
cognizant area conmander to rectify the situation. Al efforts shall
be taken to keep the Base in an outstanding state of police. Contact
the Brig for working parties relating to the police of the min
t hor oughf ar es.

e. The CDO wll eat the evening neal at one of the follow ng
messhalls during their tour of duty:

(1) Headquarters and Service Battalion (Bruce Hall).

(2) Oficer Candidates School (Bobo Hall).

(3) Brig.
8. Message Releasing Authority. The ¢DO is authorized to release
message traffic of a routine nature not requiring MXCDCOMB staffing

when urgency precludes holding release wuntil the next workday.
Generally, this wll be Ilimted to casualty reports and serious

i nci dent reports.

9. Message Pickup Authority

a. The ¢po and CDSNOO are authorized, for the period of the
specified duty, to pick wup wunclassified, imediate messages for
sighting/appropriate action by the CQ

ENCLOSURE (1)
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b. The cpo wll sight all imediate and higher precedence
messages addressed to the MCCDC/MCB, which arrive at the
Comuni cations Center during nonworking hours, for the purpose of
determning if immediate action is required or if action can be
delayed wuntil the next workday. The date-time group and subject of
messages sighted wll be entered in the CDSNCO |ogbook, along wth
any action taken.

10. Leave. The CDO is authorized to grant annual |eave extensions
of up to 1 week for personnel reporting to the Base. Al'l  pernmanent
personnel currently stationed at this Base wll contact their

organization for leave extensions. Ensure a logbook entry is nade if

an extension is granted.

11.  Authorization for Confinement. The cCDO is authorized to approve
and authenticate confinement orders during nonworking hours. (CDO
Binder 1, Tab G)

12. Col ors. The CDO wll conduct both norning and evening colors at
Lej eune  Hall. (CDO Binder 1, Tab B)

a. Prior to colors the CDO wll conduct a message search on
"Death of a General Cficer," "half-nast," and "half nast" to

ascertain whether the flag should be flow at half-mast or hoisted to
the peak (the top of the mast or truck).

b. In the event a nessage is located, which wll result in the
hal f-masting of colors, the cDO wll <contact the below commands to
ensure all colors are propertly positioned.

(1) MU
(2) TBS
(3) WIBN
(5) MCAF
13. Funer al Suppor t Request s. Instructions for  procedures for

funeral support requests are contained in cpo Binder 2, Tab J.

14. Communi cat i on. The CDO is provided a conputer for the purpose
of accessing the Local Area Network and viewing applicable duty
files. Instructions/guidance for operation of the conputer are in

CDO Binder 1, Tab T.

ENCLOSURE (1)
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15. MB (perations Plan (CPLAN

a. The CDO is responsible, upon receipt of information
concerning a disaster, civil disturbance, threat to Base security, or
notification from conpetent authority, to activate any contingency
plans required by the appropriate CPLAN (CDO Binder 3). The CDO will
notify the AJS G3 imediately wupon receipt of such information and
may be directed to contact the nenbers of the Emergency Qperations
Center.

h. The cpo wll be guided by the instructions in the CDO's
i nformati on books, the wunclassified plans in the CDO's directive
folder, or the classified plans held at the Comunications GCenter.

c. (pen skies treaty nmessages may be received by the CDO after
hours. These nessages wll be imediate, unclassified, and require
action. The CDO will inform the ACJS G3 or the Head, Pl ans
Policies, and Training Branch, (Qperations, inmmediately upon receipt
of the open skies treaty messages.

16. Personnel Reporting Aboard MCCDC/MCB. Al per sonnel reporting
during normal working hours (0730-1630) should report to the Joint
Reception Center. After normal working hours, the Area Officer-of-
the Day (AOD)/Assistant ACD, HgSvcBn W/l assist personnel reporting
on orders wth an endorsement, transportation, and billeting.

ENCLOSURE (1)
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CRERS FOR THE COWAND DUTY STAFF NONCOW SSIONED  OFFI CER - (CDSNCO)
AND COWAND DUTY DRVER (CDD)

1. Post. The CDSNCO and CDD post is located in Lejeune Hall.

2.  Conduct of Duty. Assist the Command Duty Cficer (O in the
performance of duties and conply wth instructions received from the
Base  Adjutant.

3.  Security/ Speci al I nstructions

a. The CDSNOO is provided a log for the purpose of maintaining a
record of the period of duty, for the CDQ

b. On normal workdays, lock all exterior doors at 1830 and
ensure all office doors are |ocked. Lock the door facing the flag-
pole imediately following evening colors. On normal workdays,
unlock exterior doors only at 0530. On Saturdays, Sundays, and

holidays, the exterior doors wll remain locked. Udlock the exterior
door facing the flagpole only for conducting colors and to raise and
retrieve the church pennant as required. Interior doors wll be

unsecured on a case-by-case basis, after wverifying an individual is
on the access roster.

c. [Each Sunday, the church pennant wll be flown from 0805 to

1400. The pennant wll be flown on the nmain mast using the second
halyard and wll be positioned below the national ensign, i.e., half
mast. The CDD wll raise and lower the church pennant at the time
indicated above. Raising the church pennant wll not go in

conjunction wth norning colors.

d.  On weekdays during working hours, heat stress flags are
posted by a representative from the Adjutant Branch. The CDD wll
take down the flag at 2000. After working hours and on week-
ends, the CDD wll post the appropriate heat stress flag when
notified to do so by the COficer of the Day, Oficer Candidates
school . (CDO Binder 1, Tab K)

e. Several newspapers are delivered to the rear steps of Lejeune
Hall. Wekday deliveries are between 0500 and 0600. Weekend
delivery tinmes wll vary. The CDSNOO is responsible for delivery of
the various newspapers. Detailed instructions are |located on the
bul khead (1°%* row 4 frame) of the duty hut.
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f. Each Sunday, the CDD will proceed to Ay Tines Publishing to
retrieve an advanced copy of the Mrine Corps Tinmes. Detailed
instructions are on the CDD responsibilities sheet located in the CDO
of fice.

g. The Base Adjutant provides the CDSNCO an alpha roster for use
in locating personnel stationed at MB, Quantico.

h. Key Control and Access

(1) Lejeune Hall. Mintain security and control of all keys
on hand. After locking doors, the CDSNCO wll respond to requests
for entrance as they occur. Admt only personnel who are listed on
the current access list for each office.

(2) _Little Hall and Danond Hall. Key control for these
facilities supports command education by facilitating after hours
access to designated classroons by authorized personnel. A key to
the front entrance of Little Hall 1is provided for enmergency access to
the buildingg A key to a classroom with external access (Little Hall
classroom #3) is also provided. Nne sets of keys are available for
Damond Hall (1 front door and 8 classroons). Personnel requesting
keys nust be on the access roster (copy in the Access Binder). A key
| ogbook entry is required for each transaction.

i. A logbook (located in the duty hut) is provided to record

Lejeune Hall entries and departures during nonworking hours.

Personnel working in spaces after normal working hours wll sign out
on departure. Personnel entering Lejeune Hall after normal  working
hours, wth the exception of Communications GCenter personnel, wll be
properly identified and wll sign in.  Personnel signing in wll be

informed that they are required to sign out upon departure.

j. O workdays, imediately after all exterior doors are |ocked,
make an exterior security inspection of Lejeune Hall.

k. Turn on all exterior standing lights at dusk and turn them
off at dawn. Snitches are located near each exterior door. The
switch for the front lawn flood lights, is located in the basement
hal Ilway next to the fenale head.

1. Ensure that all unnecessary (office) Ilights are turned off at
2000 on weekdays, and all day on nonworking days.

4, Serious |Incidents. The CDSNCO will be guided by MBO 5740.1 (CDO
Binder 2, Tab L) when receiving notice of a serious incident. The
CDSNOO will ensure the Sergeant Mjor, MB, or MXDC as appropriate
are notified by telephone of the incident.

ENCLOSURE  (2)
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5. Tel ephones

a. UWon assumng duty deactivate call forwarding on CDOs
tel ephone  (ext. 2707) at 1530 by dialing *72. This function does not
operate on the CDSNCO’s phone, only the CDOs phone.

b. Answer all telephones pronptly and in a courteous manner wth
the words "Quantico Conmand Duty Ofice, (grade and last name),
speaking. May | help you?"

c. Imrediately refer all telephone calls for the G&FDeputy GG
Mccpe or GG MCB to the CDQ

d. Ensure all long distance (703 and 540 area codes) telephone
calls (norale calls) are entered into the Long D stance Tel ephone
Log. Include date/tine, telephone nunber, name of party called, name
of party placing call, and telephone nunber.

e. UWon relief at 0805 (workdays only) transfer phones by
dialing *71 784-2399 on the CDOs phone.

6. Absence from Lejeune Hall. The CDSNOCO will be allowed a
reasonable period for neals, which nmay be taken in quarters aboard
MCB, Quantico, one of the Quantico nmesshalls, or local on Base
commercial establishments. The CDSNCO will not wuse the Conmand Duty
Driver (CDD) or assigned governnent vehicle for this purpose.

7. Personnel Reporting aboard MXCDOMB. Al per sonnel reporting
during normal working hours (0730-1630) should report to the Joint
Reception Center. After normal working hours, the Area 0Officer-of-
the Day(AOD)/Assistant AOD, HgSvcBn Wl assist personnel reporting
on orders wth an endorsement, transportation, and  billeting.

8. Room Miintenance. The CDSNCO is responsible for ensuring that
the CDD changes all bed linen and polices the duty hut and quarter-
deck prior to being relieved. Additionally, the CDD wll enpty the
two trash cans at the rear of Lejeune Hall.

9.  Ceneral Oficer Dstinguishing Flags. The nast for display of
the GG MZB distinguishing flag is located above the min entrance to

Lejeune Hall. This flag wll be renoved only when the GG wll depart
the area (i.e., leave, TAD) in excess of 24 hours or in the event of
severe weather/wind. Normally, advance information wll be furnished

for removal of the distinguishing flag. Such information will
originate from the Chief of Staff, MB, CDQ Adjutant; or Staff
Secretary, MB. Access to this nmast is through the wndow located in
the conference room (room 218-220) on the second deck of Lejeune

Hal | .
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10. Instructions for Changing Distinguishing Flags

a. The distinguishing flag of a general officer wll be dis-
played with one point of the star(s) pointing outboard.

b. Distinguishing flags are stored in the duty hut, Lejeune
Hal I .

c. Report any change in distinguishing flags after nornal
working hours imediately to the CDQ

d. Al distinguished flags, except the GG MXB, wll be flown on
the MP flagpole located adjacent to the nain nast.

11. Hash or |Imediate Mssages. UWoon receipt of wunclassified
messages nmarked "Flash™ or "Inmediate,” the Comunications Center
will notify the CDSNOO The CDSNOO will go to the GConmunications
Center to pick up and deliver the message(s) to the cpo for sighting.
Woon conpletion of all action by the COQ the CDSNCO wll return the
message to the Conmunications Center. Secret "Flash" or "I mmediate"
messages nust be sighted by the ¢po at the GComunications Center.
Communi cations Center personnel nmay provide additional copies of
messages, assist in preparing responses, or provide additional

assi stance as needed.
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ORDERS FOR THE COMBAT DEVELCPMENT COMVAND  DUTY
OFFICER (CDCDO)  AND COMBAT  DEVELCPMENT  COMVAND
DUTY CQLERK (CDODO)

* 1. Post. The CDCDO and CDCDC post is located in the foyer of the

Conbat  Devel opment  Command (CDC), Bldg. 3300.

2. Conduct of Duty

* a. Conply wth instructions received from the MXDC sSgtMaj/
Admin Chief/Comand Duty Cficer (CDO. Refer to the CDCDO Binder
for specific instructions not covered in this order. |n any
situation not specifically covered by witten instruction, call the
CDO at 784-2707/4096.

* b. The CDCDO will ensure that the post is nmanned at all timnes
between the hours of 0700-0700, normal workdays, weekends and

hol i days. The CDCDO CDCDC place of duty is CDC  Bldg 3300, wth
appropriate afternoon and evening neal breaks.

* c. Two Washington Posts and two Washington Times wll be
delivered to the CDCDO between 0500 and 0630. \Weekend delivery tines
will vary. Place one each Washington Post/Times on the coffee table

in the CG's reception area (next to the MXDC SgtMaj's Ofice) on the
2nd  deck. Inform the Marine Corps Intelligence Activity (784-6114)
that their \Washington Post/Times has been received.

* d. A cleaning crew wll be on deck daily between the hours of
1800- 2100. Some areas require the duty to escort the cleaning crew
Refer to CDCDO Binder, under the appropriate Tab, for specific

i nstructions.

3. Security. Be responsible to the cpo for the security of the CDC
outside of normal working hours as indicated below

* a. O normal workdays, Saturdays, Sundays, and holidays, all
exterior doors wll remain secured wth the security system arned.
(See instructions in the CDCDO Binder.) Turn off interior lights per
instructions in the CDCDO Binder.

b. A tour of the building wll be conducted every 3 hours and a
| ogbook entry nade.
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* c. nly unlock the appropriate exterior doors when receiving
deliveries that cannot be delivered through the front door. Turn on
interior lights per instructions in the CDCDO Binder.

d. After hours access rosters are located in the CDCDO Binder.
Ohly those individuals listed on an access roster are authorized

after hours access to the CDC.  Ensure authorized personnel sign the
after hours check-in | ogbook.

4. Qccurrences. The CDCDO is provided a logbook for the purpose of

maintaining a record of the period of duty. In maintaining the
|l ogbook, nake «clear, legible, and concise entries for each occurrence
of official interest. For each entry, include tine of occurrence, a

sumary of the event, and disposition/action taken or future action
required.

5. Tel ephone. Answer the telephone pronptly and in a courteous
manner wth the words "Conbat Devel opnent Center Duty Cficer, (grade
and last nane), speaking. My | help you?"
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FORVAT  FCOR DUTY WATCH NOM NATION  SUBM SSI ONS

1601
(Oiginator's Code)
(Dat e)

From

To: Comrandi ng CGeneral, Marine Corps Base (B 013)

Subj: DUTY WATCH NOMNEES FCR

DUTY WRK  *

DAY NANVE GRADE SSN PHONE

S| GNATURE

*PROVICE HOME PHONE FCR - SUPERNUMERARI ES
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